


REFLECTIVE PORTFOLIO







Student name: Ruxandra Simona Apostol
Student ID: 2017352
BMSW4005
Lecturer’s name: Dr. Eric Osei


Table of Contents

INTRODUCTION	3
MY PERSONAL SKILLS	4
SWOT ANALYSIS	4
PERSONAL DEVELOPMENT PLAN	5
BANKING INDUSTRY: SKILLS FOR AN EFFECTIVE MANAGER	6
REFLECTIVE MODEL	8
GIBBS REFLECTIVE CYCLE	8
SETTING GOALS AND OBJECTIVES	10
UK EMPLOYMENT LAW	11
SELF-AWARENESS METHODS	11
JOHARI WINDOW	11
MY MOCK INTERVIEW	13
CONCLUSION	14
REFERENCES	15
APPENDICES	16
Appendix 1	16
Appendix 2	17
Appendix 3	18












[bookmark: _Toc89773084]INTRODUCTION

The reflective report below is all about helping students to have a knowledge about suitable techniques and resources which they can use to develop themselves personally and professionally. This report will provide the relevant presentation of strengths and weaknesses through SWOT and PDP. Further this reflective report will provide a brief understanding of how and what are the skills needed for a manager to be effective in his career in the banking industry. Moreover, the reflective report will acknowledge various tools and techniques which can be used for professional development and how they can be implemented.  
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SWOT Analysis is a self-analysis tool which help individuals to identify their strengths which they already possess, weaknesses which they need to overcome and improve, the opportunities they have which can prove beneficial for them and threats which they are prone to (Kenton, 2021).
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Figure 1 SWOT Analysis
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It is the action plan that is made for individuals for defining their personal development. It is a technique of self-evaluation which helps people identify their progress of personal development. It is used to define the personal goals, respective actions which needs to be taken to achieve these goals and to monitor the progress and development (Putter, 2021).


	Objectives
	Success criteria
	Action needs to be taken
	Implementation
	Timeline

	I want to learn the management time skills

	Meeting all my work deadlines.
	Taking training on time management.
	Will incorporate the learnings and set small deadlines and will meet them.
	6 months

	Avoid procrastination
	Will be consistent in doing the habits I make.
	Setting goals through the use of planners and journals.
	Will set short-term goals and will achieve them consistently.
	3 months



Table 1 Personal Development Plan (PDP)
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Banking Industry is the industry which depicts sophistication and perfection as their main characteristics as they handle money of the people and for the people. It includes various kinds of services such as loans, financial assistance, and more. Perfection and sophistication are its major nature which they want to show and possess. Therefore, the people working in this industry also needs to have perfectionism in their working as they provide services to people. The organizational structure of this industry is very simple and often the people who are working in lower positions are inspired by the top management people. The people who are working on top positions must show leaderships qualities and characteristics because they are the role models for their subordinates. Moreover, managers must show and possess some skills which are to be followed by their respective managers. So, the skills to be an effective manager are as follows:
Communication skills: This is the most important skill which not only managers but all the people in the banking industry must possess because they have to deal with people and convert them into their consumer of services and show faith. Thus, the manager in this industry must have good communication skills which must be a source of inspiration for other team members. They should be able to clearly communicate their objectives, results, and strategies to the customers as well as to his team members. So, to be an effective manager in the banking industry the most important skill that one must have are, good communication and clear presentation of ideas and opinions.
Leadership skills: This is the skill which every manager not only in the banking industry but in every industry must have. If any manager lacks the basic leadership skills, they will not be able to align the team with the organizational goals and make them work to achieve those goals. Some of the skills in a leader is that he must be able to manage his team, must be able to align the personal interest of team members with the interest of the organization (Smith, 2021). The managers with good leadership skills must be able to motivate, inspire and engage their team members. 
Interpersonal skills: Management is all about managing people and their finance and so does the banking industry. The way one person talks and presents himself in a social group depicts his personality as well as his interpersonal skills. The ability to build meaningful and successful relationships with the people in the organization shows the interpersonal skills of a manager. To be an effective manager the manager must be familiar with his team members on both the personal and professional level. The managers can do this by engaging into activities such as team building or other social activities which will help managers to align that individual efficiently towards achieving the organizational objectives. 
Decision-making: This is the most critical skill which all managers must have. The ability to make decisions at the appropriate time is very important otherwise things and situations can go against the benefits of the company as well as for manager. The manager must make suitable decisions as well as resolve the problems (Smith, 2021). The effective problem-solving is also important. This also require managers to stay calm and composed in the situations of pressure so that they can handle their team in the difficult situations and lead them. For the smooth workflow and maintain the productivity the managers must think creatively to resolve the problem and come up with innovative solutions which reduces the impact of that situation on the team members and the organization as well. Thus, to be an effective manager, formulation of decision at the right time by weighing the pros and cons of the situation is necessary and crucial.
Analytical skills: These skills refer to the ability of a person to search, collect and organize the collected information and then draw necessary information from the collected data. The managers who possess these analytical skills can easily solve the problem of the team and the company. The analytical skills also help to improve the productivity and success of an individual as well as of the company. Analytical skills are mostly used when the managers have to detect the behaviour pattern of the employees, brainstorming, interpreting data or making decisions which are dependent on various factors. 
Initiation: This skill plays an important role in the banking industry which the manager in this sector must have. He must be able to take initiatives in solving and proactively responding to the needs of the customers which makes their work easier and also maximizes their satisfaction from the services. The manager must be able to work on his intuitions and instincts along with the knowledge they have to solve the unfamiliar situations rather than depending on other people to give them suggestions (Smith, 2021).
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In 1988, Graham Gibbs has developed the Gibbs’ reflective cycle to provide structure to learning from experiences. It gives a model for inspecting experiences, and provided its cyclic nature lends itself mostly to recurring experiences, letting people to learn and plan from things that either went well or didn’t go well. It has 6 stages:
Description: about the experience
Feelings: and thoughts regarding experience
Evaluation: of the experience, both negative and positive
Analysis: evaluate and investigate the situation
Conclusion: about what is the learning and what are the other dimensions to solve it. 
Action plan: for such upcoming situations and how to deal them and what are the deviations which can be incorporated. 
[image: Gibbs&#39; Reflective Cycle - Helping People Learn From Experience]
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Figure 2 Gibbs' Reflective Cycle
Source: (Mindtools, 2021)
This model is in a cyclical form where a set of questions are being projected to the person who is using this model in all the stages such as:
Description stage
What is the situation?
What was your response?
When and where this situation happened?
What was the reaction of other people?
What was the result of that situation?
Feeling’s stage
What was the feeling before this situation?
What do you think of the situation now?
And more
Evaluation stage
What are the negative and positive aspects?
What is the contribution?
Conclusion stage
How this could have been a better situation?
What is the difference and changes you want to make?
Action plan
What are the next steps?
Gibbs’ Reflective cycle can be used to assess the below mentioned concepts and their usefulness in the professional development. 
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Setting SMART goals to achieve the objectives in my professional development has played a major role. Setting short-term and SMART goals have helped me to develop my focus and manage my time effectively. Gibbs’ reflective cycle is useful in setting goals as it allows me to set the goals in stages which is beneficial and will improve my performance. Formulating objectives has helped me to define my ideas clearly, direct my focus towards achieving the goal, and use time effectively so that I can develop myself personally as well as professionally. Developing SMART goals has also helped me to recognize my long-term aspirations and then develop action plan to reach or achieve those goals (Mufaricha, Rarasati and Soeparto, 2021).


[image: The Importance of Setting SMART Goals]
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Unemployability is a nightmare which no one wants to see and often avoid to get involved in situations where they have to stay unemployed for longer periods. UK employment law ensures that both parties - employers and employees - are protected and their interests are safeguarded by the government. This law provides legislations regarding holidays, pay, dismissal, discrimination, appraisals and more which protects the rights of the workers and safeguard the interest of the employer and also helps both of them to maintain cordial relationships with each other. However, the knowledge of this law has helped me to understand the employability situation better and take necessary actions to improve my career and professionally develop myself (Fagan, Ragan, 2018).
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To develop myself professionally, first I need to be fully aware of my needs and wants considering the personal and professional aspects both. To know what I want in my career depends exponentially on what I am in my personal life and what are my personal goals and how I want them to be fulfilled in integration with my career. There are so many methods through which I can be aware of myself and structure my goals and requirements. Self-awareness can assist me in identifying gaps in my management skills which will eventually promote my skill development. There are many methods through which I can create self-awareness such as Johari window, learning style, SWOT which I have done above in this report and psychometric test (Stewart et al., 2019). All these techniques will help me to build my personality and clearly identify my strengths, weaknesses, opportunities and threats. 
Moreover, there are four core learning styles which are auditory, reading and writing, kinaesthetic and visual and I have discovered that my learning style is visual (Refer appendix 1) which means that I follow a pattern of learning where I observe and read things or pictures to learn about the concept and often get attracted to the visuals rather than spoken languages or signs. I can learn by visualizing things that I hear or listen.   
Psychometric test is another self-awareness method which has helped me to determine my personality type and then formulate necessary plans to overcome what is lacking in my personality and improve or enhance more my strengths (Refer appendix 2) (Tanaka, Okamoto and Koide, 2018). I have given my psychometric test and results are attached to this report which has helped me to understand my personality which will influence my interests in my career development. 
Johari window is another self-awareness method which will help me to identify the open area, hidden area, unknown area and blind area in myself. This window has helped me to focus on share discovery, self-discovery, self-disclosure and feedback (Starr, 2021).
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It is the model used to provide feedback of self-awareness. It depicts information about the feelings, attitude, motivation, skills and more in the person or about them with reference to a group. It has 4 quadrants which are:
[image: ]Open area which refers to the area of free activity. It includes information about the person for whom this window is being made. It contains attitude, feelings, behaviour, experience, knowledge and views of a person which is known to him and group as well. Such as for me, my personality depicts a quite and versatile personality and also good communication skills which is known to me and others (Businessballs, 2021). 
Figure 4 Johari Window


Blind Area refers to the area which is known by others or the group but is not known to himself. The blind area does not help people to increase their effectivity or does not let them have their productive space. It is the area which keeps the person in dark because he is not aware about his trait but the group knows. 
Hidden area refers to the region in which the information or feelings are known by the person himself but is not known by the group or the person prefers to keep it hidden form the group. It can include areas which are sensitive to the person or any sensitive fear, agendas or secrets (Businessballs, 2021).
Unknown self is the area which is known as area for unknown activity and it includes feelings, information, experiences or issues which are unknown for the people themselves and also unknown for the group. Thus, this is a very quiet area for the person as nobody knows about it and it also does not help the people to grow as they are unknown and neither the group knows. 


Recruitment and selection: These processes are very critical in developing my career. These also helped me to increase my confidence by taking mock interviews which has given me a brief idea about how will I encounter the real interview and crack that (Refer Appendix 3).

[bookmark: _Toc89773095]MY MOCK INTERVIEW

Starting with the comments of my tutor regarding my mock interview, my score is 88% out of 100 which means that I am hired which depicts that my resume showed professionalism, my appearance was up to the mark and I depicted confident personality, and also my answers were brief yet specific which allowed my tutor to get a brief idea of what I want to represent and speak which also means that I possessed good communication skills. If I explain my mock interview in detail, I can see that in the first part the tutor is satisfied and has liked my body language, appearance, confidence and eye contact. Furthermore, in the verbal behaviour part the tutor has liked my knowledge about the company, the way and structure of answering questions as well as the presentation of my resume. Thus, I would like to conclude that owning a personality which is more inclined towards introvert I have kept myself calm and composed during the interview and has carried myself accordingly. 
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This reflective report has summarised the information on identification of personal strengths, weaknesses, opportunities and threats which has helped me to identify the gap where I need to work and also do my personal development planning. Furthermore, the reflective report has helped me to understand the skills needed to be an effective manager in the banking industry and then identified the reflective model and some tools and techniques to develop my career professionally. 
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Learning style
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Strengths
Effective communication skills
Good observation skills
Possess creativity and insightfulness
 


Weakness
Prone to crticism.
Not able to maintain consistency. 



Opportunities
Training courses on time management.
Learning organizational skills
 


Threats
Occurrence of unforeseen events.
Any personal damage.  
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